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About This Manual  
 

Welcome to the Background Check System (BCS) User Manual. This manual is intended to serve as a 
guide as you create user logins in SecureAccess Washington (SAW). 

 
Please note that the BCS system (and therefore this manual) is subject to alteration. 
Modifications/updates to the manual may result from changes in State or Federal policies and 
procedures, BCS system upgrades, or other factors. 

 

BCS was developed for use by the DSHS Background Check Central Unit (BCCU). Use of BCS and this 
manual is restricted to authorized end users of BCS system. BCCU can be contacted at 
bccuinquiry@dshs.wa.gov. 

 

 

Logging in to SecureAccess Washington  
 

Going to this link https://secureaccess.wa.gov/dshs/bcs will take you to the SecureAccess Washington 
(SAW) logon screen (shown below).  

 

Here if you already have a SAW account you will enter your username and password and click Submit. If 
you do not have a Log-in, select the “Sign-Up!” link. 
 

 

https://secureaccess.wa.gov/dshs/bcs
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Create an Account 
 

User will be taken to a “Sign Up!” screen. You will need the following to create a SecureAccess 
Washington Log-in account: 

 
1. First Name and Last Name  
2. Email (use the same email address you provided for access to BCS) 
3. Username & Password 
4. Validate “I’m not a robot” message 
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Name & Email  

 
Within Name & Email the user will enter their personal information. The user need to verify that the 
email address they are using to create their SAW Account, matches the email address provide to BCCU 
to create their BCS profile. 
 

 
 
Note: If the email addresses associated with your SAW and BCS account do not match, BCS will not 
recognize the user’s credential. Therefore, the user may receive an error message and/or the prompted 
message to enter a registration key.  
 

User ID & Password  

 
Within User ID & Password user will create a User ID and Password for logging-in to SAW. 
User must follow the requirements for creating a password to successfully move to the next step. 

 

NOTE: Password Requirements prompt displays until a correct password is entered. Use $, #, or ! a special 
character, other special characters do not always work. 
 

 
 

Ex. When a password is entered that does not follow the requirements, the user will be prompted by 
an error message. See below: 
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After the user has corrected the Username and Password, the user must select the Check box “I’m not 
a robot”. This CAPTCHA serves as another security measure. 

 

 
 

 
 
Select “SUBMIT.” User should be prompted with a “CHECK YOUR EMAIL” message stating that the 
activation link has been sent to their email.  
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Check Email  

 
Within Check Email, the user is directed to check their email account for the final steps in activating 
their SAW account. 

 
User will receive an email immediately in their email inbox (below). In the email, the user will be 
directed how to activate their account. 
 

 

Log into SecureAccess Washington  

 
Upon activating the user account from the email message, the user will be immediately directed to log 
into SecureAccess Washington (SAW) account page. 
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Adding BCS to your list of SAW Services  

Once you have completed setting up your SAW account, you can now add BCS as a service to your 
SAW account following the setup instructions below. 

 
 

1. Login to your SAW Account at https://secureaccess.wa.gov/dshs/bcs. 
 

 

 
2. Select the “Add a New Service” button. 

https://secureaccess.wa.gov/dshs/bcs
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3. Select “I would like to browse a list of services.” 

 

 

4. Select “Department of Social and Health Services”. 

 

5.  Select “APPLY” to add the “Background Check System” service. 
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6. User should receive a “REGISTRATION COMPLETE” message indicating that the service was added 
successfully.  

 

 

7. Select “OK”.  User will be directed to their services page. Select “Background Check System” to access 
BCS.  

 

 
 



Background Check System SAW User Manual August 2018 

Page 10 of 17 

 

 

Multi-Factor Enrollment 
 

Once user has logged into SAW the next step will be to setup the Multifactor Authentication 
Enrollment. This serves to inform SAW that the intended user is the person signing in. The 
system will prompt you to set up some information for Multi-Factor Authentication 
Enrollment. This will involve providing at least one email address and one phone number as 
well as setting up a few questions and answers. The user will also have the option of adding 
multiple emails and/or phone numbers reference: 
 

 
 

1. Select “BEGIN” to add MFA to your account.  
 

 
 

2. Email Enrollment. 

 
 

 
 

3. Phone Enrollment. 
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4. Review and Finalize. Select SUBMIT. 

 

 

Upon logging into SAW with Multi-Factor Authentication, the user must select “CONTINUE” to 
proceed with accessing BCS. 
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After selecting “continue”, the user will be directed to the BCS Welcome Page. 
 

 
NOTE: Please bookmark this link; it is the URL specific to accessing BCS. Moving forward this will be the 
only log-in screen and your SAW account credentials will be used to access BCS. 
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Click Okay, then the Registration page appears. Enter the Registration Key provided on the BCS Registration 
Letter (emailed to the user). 
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For Valid Registration Keys, the Entity Information and User Account Information appear. Click Register 
button. 
 

 
 

 If the information is incorrect, contact BCCU. 

 If the Registration Key is invalid, contact BCCU and/or the Primary Account Administrator to resend 
a Registration Letter. 

 Once registered, the User Access Agreement page appears. Click “I Agree” to continue into BCS. 
 

https://www.dshs.wa.gov/fsa/background-check-central-unit/contact-bccu
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Quick Tips and Suggestions 
 

 If you are not successful at linking to your existing BCS account, you can “Remove” the service in 
SAW and reapply. 

 To link your SAW and BCS accounts, your email address must match. 
 

Multi-Factor Authentication 
Once you have answered these questions and successfully verified your identity, you will be prompted to 
enroll in Adaptive Authentication. 

 You must first establish your security questions and answers. Special characters are not permitted 
when answering the security questions. 

 You will then provide phone numbers (the country code for USA is at the top of the drop-down 
list) and e-mail addresses. Phone numbers should be direct lines, as you may get a call from the 
system when you attempt to login. 

 You will have the option to update the telephone number and/or email address used for Multi-
Factor Authentication when logging into BCS. Prior to logging into BCS, it will prompt you to 
“Change” your information or “Proceed” with logging in.  

 
You may be required to perform multi-factor authentication several times when trying to access BCS from 
the device. This is so that SAW can adapt to the device that is being used. If you switch devices or another 
user uses the device each user will be required to authenticate the device. 


